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Schedul es

Ref erences: (a) Admnistrative Instruction No. 15 "OSD

Records Managenent Program " April 28, 1981
(hereby cancel ed)

(b) DoD, Directive 5110.4, “Washington
Headquarters Semtes, ” My 6, 1991

(c) DoD Directive 5015.2, “Records Managenent
Program * March 22, 1991

(d Chapters 29, 31, and 33 of title 44,
United States Code

(e) through ( ee) , see enclosure 2
A, PURPOSE

This Instruction reissues reference (a) to update procedures
for the mai ntenance and disposition of Ofice of the Secretary of
Def ense records and inplements reference (b) , which assigns
responsibility to the Director, Wshington Headquarters Services, -
for the records managenent program under references (c) , (d) , and

(€) .
B.  APPLICABILITY

This Instruction applies to the Office of the Secretary of
Defense (0SD) and activities for which the Washi ngton
Headquarters Services (WHS ) provides admnistrative support
(hereafter referred to collectively as “the OSD Conponents”)

C. DEFIN TIONS

Terns used in this Instruction are defined in enclosure 3.
D. PQLICY

It is OSD policy to limt the creation of records to those
essential for the efficient conduct of official business and to
preserve those of continuing value while systematically
elimnating al 1 others, and to ensure their nmanagenment in
conpliance wth chapter31 of 44 U S. C (reference (d) , 36 CFR
(reference (e) , and 41 CFR (reference (f))



E. RESPONSIBI LI TI ES

a. The Director, washington Headquarters Services, under DoD
Directive 5110.4 (reference (b) ) , shall:

(1) Drect and adm nister the records managenment program
for OSD Conponents.

~ (@Provide guidance to OSD Conponents for the creation,
organazat|on, mai nt enance, use , and disposition of all their
records.

~ (3) Cooperate wth the National Archives and Records
Adm ni stration (NARA) in devel oping and appl ying standards,
procedures, and techni ques designed to inprove the nmanagement of
records; ensure the maintenance and security of records of
continuing” value; and facilitate the identification, segregation,
and disposal of all records of tenporary val ue.

(4) Ensure conpliance with 41 CFR (reference (f))
" (5) Coordinate with the Deputy Assistant Secretary of
Defense (Information Systens) , Ofice of the Assistant Secretary
of Defense (Command, Control, Communications, and Intelligence,
on records managenent matters pertaining to automated data
processi ng (ADP) and records.

(6) Des ignate the Records Mnagenment Division,
Correspondence and Directives (C&D) Directorate, WHS, as the
office of record and the point of contact for records nanagenent
activities.

b. The OSD Records Administrator (Chief. Records Managenent

Dvision] . cCorrespondence and Directives, WashingtOn Headquarters
Semtes, shall, as prescribed by DoD Drective 5015.2 (reference

(€) )

(1) Establish a conprehensive OSD records managenent
program to support the requirenents of the above references.

| (2) Ensure effective control over the organi zation,
mal nt enance, use, designation, and disposition of all OSD
Conponents’ records.

~ (3) Develop and apply standards, procedures, and
techni ques for inproving records nanagement; ensuring the
mal nt enance and tinely retirenent of records of continuing val ue;
and facilitating the segregation and disposal of all records of
t enporary val ue.

. (4) Coordinate the efforts of OSD Conponents in
| npl ementation of this Instruction.
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(5) Act as the liaison official wth the NARA, ot her
governnent agencies, private industry, and private citizens on
records managenment matters.

(6) Institute a records nanagenent eval uation program
pursuant to 36 CFR and 41 cFR (references (e) and (f)) to ensure
conpl i ance of OSD Conponents and to provide for inprovenents and
changes to exlstlng procedures and records schedules to reflect
current mssion and organizational requirements. Ensure that
appropriate OSD personnel receive adequate records nmanagenment
training, either through the auspices of other agencies, e.g.,
Nat i onal Archives & Records Adm nistration, CGeneral Services
Adm ni stration, or inghouse prograns.

(7) Ensure that all policies and inportant decisions on
records managenent are adequately docunmented and recorded.

(8) Ensure that the mcrographics programis managed in
an econom cal and efficient manner in accordance with Al No. 85
(reference (g)).

(9) Nhna%f t he deqlassification_screenin% program of
permanent|y val uable classified information over 20 years old, in
accordance wth DoD 5200.1-R, DoD Directive 5200.30, and Al No.
49 (references (h) through (j)).

_ (10) Monitor the acquisition of records nanagenent
equi pnent, such as file cabinets or mcrographics systens.

_ (11) Provide OSD Conponents wth advice and nanagenent
assistance at the tinme of creation of new records systens, to
ensure adequate docunentation, retention, and disposal.

. (12) Provide advice and assistance to OSD Conponents on
the identification, segregation, retention, and disposition of
per sonal Fa ers in accordance wwth 36 CFR and 41 CFR (references
(e) and (D)7

(13) Coordinate, control, and supervise access to OSD
records essential for historical research, ensuring that
appropriate safeguards for information security and personal
privacy, as outlined by DoD D rective 5200.30 (reference (i)),

and DoD Directive 5400.11, (reference (k)), are naintained.

(14) Exerci se managenent control over the transfer of
records to and retrieval fromthe Federal Records Centers.



c. The Heads of the OSD components shall:

(1) Establish within their offices a records managenent

program to support the requirenents outlined in the above
references and with the regulations issued thereunder.

(2) Provide the continued analysis and inprovenent in

records managenment prograns necessary to ensure that records are
mai nt ai ned economcally and efficiently.

(%)_Ensure that the equi pnent selected for purchase is
the nost efficient and economcal for the specific operations
planned.

~ (4) Institute nmeasures to ensure that records of
continuing value are preserved and that appropriate disposition
or retirement is made of records no |onger of current use.

(5) Appoint individuals to performthe records _
managenent functions in their offices and to act in |liaison wWth
the OSD Records Adninistrator. (Preferably these should be the
same individuals who are responsible for Privacy Act matters
(reference k)).

_ (6) Forward requests for filing and m crographic
equi pnent through the OSD Records Administrator to the Director
for Real Estate and Facilities, WHS.

(7) Appoint contacts for declassification screening, in
accordance with Al No. 49 (reference (])).

_ | (%) Ensure that the policies and provisions of DoD -
Directive 7750.5 (reference (1)5 are followed in the creation of
CSD records.

(9) Ensure that essential docunents and records needed
for continuity of operations are identified and preserved in
conpliance with DoD Directive 3020.26 (reference (m).

(10) Ensure that NATO docunents are handled in
accordance with Al No. 27 (reference (n)).

(11) Caution all enployees not to transfer or destroy
records in their custody except as allowed under 44 u.s.c.
(reference (d)) and this Instruction, and ensure they are made
aware of their legal responsibility to report to the appropriate
officials any actual, inpending, or threatened unlawful renoval,
alteration, or destruction of Federal records.
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F. PROCEDURES

OSD Conponent records di sposition schedules will be found in
enclosure 4. Enclosures 5 through 12 address in detail specific
functions of the OSD Records Managenent Program

G EFFECTI VE DATE

This | nstruction is effective- | mredi at el y.

D. O Cooke

Director of Adm nistration
and Managenent

Encl osures -- 13

1. List of Figures

2. References, continued

3. Definitions

4. Records Disposition Schedul es

5. The OSD Functional Files System

6. Filing Equi pment and Supplies

[. Disposition Procedures

8. Packing and Shipping Procedures for Transfer of Records
9. Recall of Records fromthe WwNRc _

10. Disposition of Personal Papers & Nonrecord Materials
11. Preparing Records for Transfer to the WNRC

12. Electronic Records

13. I ndex



